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. 9 May 1972 
MEMORAN M4 FOR: Deputy Director for Intelligence 
Deputy Director for Plans 
Deputy Director for Science & Technol logy 
Deputy Director fox Suppoxt 
SUSBIEOT : Archives, Histoxy, and Records 


l, Gonsiderable study and discussion have taken place of the 
Agency Historical Program and the Records Mana Leement and 
Archives Pregrams. This memorandum will outline a basic approach 
to the interrelationship of these three subjects in an effort to lmiprove 
the Agency's performance in all these fields. 


2, Im essence, the three subjects all record our expericnce to 
make it available for future use as fee Unis use includes Zile 
searches for current operational support, briefing and training new 
personnel, answerinay press or Congressional questions as to the 
Agency's role in earlier events, etc. The problera is ta design a 
systermn which will satisfactorily answer the necds of the future in 
these Helds with a minimum expenditure of man hours and Swnds ak 
present. In these days of declining personnel ceilings, we obviously 
cannot dedicate large amounts of current manpower to making immedi-~ 
ately available detailed answers to all contingent questions. On the 
other hand, some records have direct value to future operations, and 
certainly our need to handle press ox Congressional questions warns us 

{the need to devote an appropriate effort in-this. direction. 


OAT 


his propiess 2 in 2 this intermally compart- 
ize much of the respo 


women ao COLE 


3 % A tae Same time, this decontrall- 
mation needs to be matched by a reporting systern which will indicate | 
the degree to which minimun standards are met by all units, an 
mechanisra by which units can profit by iat erchange of experience and 
by sharing solutions. ; a 


my, 
fu 


“, In our analysis we must clearly recoguize differe ent Ikinds of 
mal A 


records material and tne dif 


eren: purposes we expect them to serve, 
some of our xecords ava iraportant pasic teferanca tools, @.%., Ci tiles 
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Some are analyst working files of rnodcrate life requivements., Some 


are formal publications of the Agency distributed elsewhere in the 


Government with source sanitization. Some are operational records 


and documents, and some of these ares hi goly 8 eNnSitive and must re~ 


main compart monted as welias classisied. Some of our reviews oi 


past events are essentially chronicles of these events, which have 


value to new aryxivals. Some should be analytical reviews drawing 
lessons and conclusions. Our system should reilect these differences 
if it is to do the job needed. ; 


5 


The following overall approach to this situation has been 


developed ior implementation through the rnechanisms indicated: 


; secretari 


as Records Man 25X 


(1) Bitective records management is the foundation stone 
of any satisfactory action im these fields, as woll as current 
operations depending upon efiect ave records. li must be the. i“ 
subject of continuing and serious attention at all levels of the 
Agency, The Executive Director will veport on it pariodically 
to the Director and Deputy Directoy, and it will ba reviewed 
permiannually with the Deputies. | 


(2) The Records Management Board (with representation, 


— from each Directorate at the senior otticer level, and such 


dan 


secretariat as may be requix ved) will report its conclusions, 


‘yecommendations, etc., (with any dissents) directly to the 
“Executive Director, The Deputy Director for Support wilh 
' provide general support for the Agency Records Managemont 


Program, while each Directorate will rernain responsible 


£ “Tas W - Hy if + - —t Vee ey mae yo, ‘cpp alas Jjaee - TN Fn ey 
for ths 2 red ean Amines Progra within iks own Direc- 


: : sds Management: Board 
the Agency Records Administration Officer and w 


dix actly to the Executive Director, togeth 


at. he Records Management Board will male 


. semiannual reports to the Executive Director, outlining the 


status of the Agency's Records Management Program, any 


‘problems itis experiencing, and its recommendations for - 


mmprovement of the Program (including repoxts on records 
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management to be submitted by the Directorates), The 
‘executive Director will consult with the Deputy Diractors 
‘before iraplementing any such recommendations. 
(3) The Agency Records Administration Officex will be 

a nonvoting member of the Agency Information Procas Sinz 
Board, with authority to supmit agenda items and recommen- 
dations to the Information Processing Board. He will par- 
ticularly bring to the attention of the Infoxumation Processing 
Board those aspe of the Agency's Records Management 
Program whica should be considered by the Information 
‘Processing Board, with any recommendations for support of 
the Agency Records Management Pr Ogram requiring Interma- 
tion Processing Board action. . He will similarly make avail- 
“able to the Racords Mauacoment Board all inforrnation coming 
before the Information Processing Board whi co might be of 
value or be approp: xiately considered by 4 tha Agency Records 
Management Board and its members. 


(4) The Records Management Board will deyelop recome~ 
moenda ations as to categories of Age eney records (such as the 
categories in paragraph 4 above, plus any others deemed 
appr opviate) a and as %O specific guidelines for the selection 
and retention of records in these categories, Chese guide-  o 
lines should also, where appropviate, include i time periods 
for retention by category and indicate disposition thereafter, 
“and include appropriate measures to comply with legal and 
executive requirements for retention and declassification 
in particular, recommendations should be made ae to ths” a 
identification of categories which might appropriately be 
vetired as classitied Government Cocument s under GSA 
lces or passed to the N rational Ax 


al 
=" 
f 
ww 


LA. contrel ts oeobent | be 
t 


(5) The Records Management Board will serve as the 
forwmn, for recormmendations for declassification, Agency 
contributions to obner Agency historical programs and othex 
invera gency probleme involving tha Agency's records. In 


* i 
: ‘ 
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wae 
this process, coordination wili be mads as appropriate with 
. the General Counsel, the Director of Security the ACENCY | 
. . > je co 


Historian, the Agency Archivist,’ ete. 


b. Archives 


rae 


(i) Mach unit submitting aa annual report report (see 
' below) will identify its key documents and files for permanent 
inclision in Agency Archives. The Records Management 
Board will develop the system or systems by which such 


ipa) 


am 
pis 


_ documents will be identified on a systematic basis during 
year and indexed for later access, as an ele 


Records Manag ement Progr ara. A. anually, each unit Will . 
make an overall revie ew to ee that the ‘doc suments marked 
for archival retention are neither excessive in detail nor in- 

-cormplete through omissions. A. co rtifiea ate to this eiiect Wa i 
accompany, the unit's 5 Annual Repox xt, vand the Agency Axchivist 

“sepa any _proplerms | in i otet we Werecukis —— 


ct 
tu: 
oO: 
ie) 

+ 


I rough ¢ che Re cords Managem am 


(2) An Agency Archivist will be appointed to supervise the 
Agency's Archivos Program and will report directly to the 
Executive Director. He will be a Ynember of the Agency 
Records Management Board and will coordinate the execution 
of the Archive Program ¢ through this Board. He will also 
work im close coordination with the Agency Records Manaye- 
“ment Officer and the Agency Fis torian, Axchivists will be 

, appointed by the Deputy Dix -ectors in their Directorates pre) 
Supervise this program in the Mixectorate. These officers 


mplance with, overall Agency Arcoivas cToguRn 
lations to be drawn up and issued aiter consultation with the 
Deputy Directors. A semiannual report to the Mxecutive 

i = 


? 


Director on the &t chives Program will be prepared and co- 
ordinated with the Records Management Board. 


(3) Arrangeraents will be made for the segregation of 
archival documents from-those held for vecox ‘ds PREPOSOS, 


‘ 
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- ' be soma s.tuat ions in which a single element of the Agence 


vo activity. Thore will be occasions also When sensitivity + 


These histories should also.b 
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in order to permit the automatic vehir ement and disposition 


of records without loss of Key archival documents. Archives 


TCG 


will be physically held by the Records Manage monte Otticexr 


inthe Records Center, under « guidelines established by the 


geney Archivist. 


C+ History 


rica l Prograra wil 
be placed on the development of ana lytical } histories of im- 


The major thrust of the Ageney H istoxica 


portant Agency activities and operations. The "Offica Pisto: xy" 
approach to date, which has been argely successful in bring- 
ing our histoxy up to 1965, will no longer be the maajor focus ~ 
of the Brogan, as the chronicling of fxture Agency activity 
villtake place undex the Annual Report system outlined below. 


Thus, fiture Agency Histories will take major subjects of 


(Agency activity and analyse the ways in which the various ele- 
‘ments of the Avcency worked cogether to produce the overall 
- Agency contribution to the operation in question, Ther e will 


Vv 
é : 
provided all ox most of the Agency participation any ones ° 


are 


require that any analytical review of an operation be con- 


‘ducted in a most restricted dashion, This will apply to many 


Clandestine Sex ice Histories, Priority will be given to 
establishing the | basic Agency History of the more prominent 


operations and activities in which the Agency has been engaged, 


e.g., Cuban Missile Cr , Bay of Pigs, War. in Vie tnaza, 
War in Zaoe,[ | U2 osexations, cto. with 


“particular attention to lessons derived irom these experiences. - 


aap 


feasibic. Histories will in the future > depend” upon Annual 
Reports for general chronicle and vu upon the Archives Promram 


. for identification of key documents, The Agency Historian 


will be an ex officio mernber of the Records Management 


‘Board, will report dir ectly to the Executive Director, and will 
| Work in Close coordination with the Agency Agchhs vist and the 
“Agency Records Management Otticex. . 


ao 


vt 
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“annual reports of the wnits 


mend level fox 
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Sd. Annual Reports 


(1) Vo provide the necessary chronicle of the Agenay's 
‘etivities at minimurn expe end. ure of ettoxt, a system of — 


a 
a 


A OT cy will i 
daveloped. Th Se wal be 


with a copy incoxporated id. 


annual report will be coma ead duxi jag Ja. anwary, 


Ed : 
previous calendar year. ‘lho identification of the elexme 


‘to supmil these annual reports and an outline of their format. 
will be dev eloped by the Agency Historian for the ioxecu 


Director, in coordination with the Depr acy Directors 


rand 


LCant contra cLor units 


Ley DLO 


-annual x “spoxts shoul 7 higniig rt amajax 


accomplis iaments , 


major problems and overail conclusions and xecoramendations 


fox future action in the unit itself ox by elementa supporting 
Or as sociated with ik. As TES, wuired, compar tmented annexes 
. cam be compiled and held sez 


; sensitive events, 


wwately cov: 


ing par “oulaxiy 


(2) In many areas it will be es sential to produce one-time 


“j reports to cover the years from.195 5 {or the most recent 
“Fustory) to the curr ent Annual Report, @his will be unde 
taken by units identified to submit future “An nual Re aports, “tn 


‘those situations in which an overall Agency Eis story to be pron 


‘duced will cover the period in question, a separate Annual 
Report need not be developed ie: g., the War in Laos, the 
‘War in Vietnam), as the necessary chronicle and Archiv 


fe) 


, canbe aevelones at the same time as the analytical history 


@ Ohe-time effort to catch un > 


ROBLLLS 


ha Guestion, Staif supervision os 
ded by the Ag gency: Historian and, 


chivis sf. 


e. Glassification and Declassification 
nines ot 


Lhe Rocords Management Board will be the ‘ose! point io 
be , : 
he 


e 
oy .the Agency's 8 implernentation o 
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a oa + declassification procedures required by Executive Order 
— (11652. ‘The Board will coordinate as required with the 
General Counsel, the Director of Security, the Agency 
Archivist, the Agency Historian and others in carrying out 
o this responsibility. The “ cy Records Mana eoment 
: Officer will be designated under Section T ofthis Orcer as 
the Agency repr asentative to the Interagency Clas sification 
» Review Committee, acting under the.  Suparyist ion ofthe 
° Og iecutive Director, * ne : 
. i We In, Golby: + 
+ Exe: subive Dix rector~-Coraptralle aro: 


cc: Inspector Gene ral ; 
_ Gene val Couns e. oe 
Dax rector of Security 
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